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	Office of theVice President and Chief Student Affairs Officer
Disbursement Form 2017-2018


Academic employees should submit reimbursement requests via the ExpenseUVA system ▪app.chromeriver.com/login/sso/saml?CompanyID=virginia.edu
Submit completed form to: Emilee Kiesel ▪Rotunda, N.E. Wing, PO Box 400303 ▪Tel: 924-1003 ▪Fax: 924-1002  ▪ejk5zf@virginia.edu
For Student Programming fund awards, submit completed form to: Meg Gould  ▪1 Poe Alley, PO Box 400303  ▪Tel: 924-8319  ▪mng9nf@virginia.edu 
Complete one disbursement form for each person or vendor to be paid.

Organization:	__________________________________________________________________________________________

Event: 	__________________________________________________________________________________________

	Event Date: 	_________________________

Date Submitted:  _________________________ 
	

This Transaction Total: 
	

$_________________________



Purpose of expense and description:  _______________________________________________________________________

___________________________________________________________________________________________________________

___________________________________________________________________________________________________________

Food If this disbursement includes any kind of food (catering, food supplies, etc.), complete the following:

Where was the food consumed?	____________________________________________

Where was food purchased?	____________________________________________

Total # people attending:	_______________

Of that #, how many were:   Students __________   Faculty/Staff __________   Other __________

Check which best describes the event:   Breakfast     Lunch     Dinner     Reception/study break/other

	Disbursement Type: (Check one and complete the information required)



  Internal transfer by UVA service provider (Original receipt attached)

  Payment of invoice directly to vendor (Original invoice attached)

Vendor Name: 	____________________________________________________________________
				(If not previously registered with UVA, will also require completing the online vendor registration form)

  Reimbursement
· Attach original receipt(s) to back of form
· If you are set up for direct deposit, reimbursement will be deposited to your bank; if not, check will be mailed to your local address in SIS
· If not UVA student, faculty, or staff, payee must complete the online vendor registration form (ask for link)

	Payee Name:
	_______________________________________________  Computing ID:  ________

	Phone: 
	_______________________________________________

	Local Address:
	_______________________________________________________________________


	
For Office Use Only
	PV  PO  CT  P-c
	Payment #:
	_______________
	Date:
	_____________
	Fund:
	Programming         State Operating         GIFT (Green…) 

	
	
	
	
	
	
	

	Processed by:
	___________________________
	
	
	
	Other:  ______________________________________________
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